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Georgia State Merit System ael M. Morris 
Classification and Compensation Division O r k l n i  I t 1  

_ -  --  
ESTABLISH DISPOSITION STANDARD; D ~ S P O S ~  OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

What is the function of the office in which this record series is created? T " '  
These records accumulate as a result of administering a state-wide program of Personnel 
Administration and are created as a result of (but not limited to) establishment and 
maintenance of (1) 
each class. (2) Job Description foryach position (3)  Allocation of each position to 
a class and ( 4 )  Compensation Plan. 

Classification Plan consisting primarily of a class specification for 

. 
ATTACH SAMPLES OF THE FILE 



I 
-I - 

,~ - . .  * ,$AGL*Z 
q__~ . 'L - ~ " p ~ ~ o ~ p j j , Z  YES! (0- 

13. Is t h i s  t he  Record Copy o f t h e  series? ,i k1 [ 1 
- P r 1  - [  1 

15. Is the  information contained i p  t h i s  s e r i e s  ever suprmarized or published? .' [XI [ 1 

I 
14. ,Is there a duplication of t h i s  ieries i n  another o f f i c e  or agency? 

Personnel Technicians and agency Personnel Officers have copies;' ' 

Attach copy of summary o r  publication. A l l  personnel o f f i ce r s  given copy 

,. 

16. Does the  serie.s contain classified information requiring secur i ty  ~. handling? - .  [ 1 [XI 

17. Does . .  t he  s e r i e s  i n i t i a t e ,  . .  amend o r  terminate agency polici-es k i d  procedures? [ 1 [XI 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [XI [ 1 
19. Is t he  s e r i e s  ( o r  major portion of it) regularly microfilmed? If yes ,  why? 1 [XI 

20. Does the  record s e r i e s  .provide data as input t o  an EDP f i l e ?  1 [XI 

. [. 'I [x 1 

22. Has the  Federal Government issued instruct ions governing t h e  retention/dispo- . [  1 [XI 

~. 

Each major personnel o f f i c e r  has a copy 

~. . .  

21. Does t h e  record s e r i e s  contain docupentati.on prodqced as EDP pr intout?  

. .. . .- .. . . . - .. . _.- . . .  . - . r  . - _  - s i t i o n  of these fi les? 
. .~ 

23,  W i l l  ' there be a -neeayor  these records. 16, 15 years from now:? I f  yes ,  wh-at?. 

24. &QuIdEKNTS.  The follbwing requires the f i l e s  t o  be kept . . .years: ' -  

' [ ] [XI . . _ - _  .- . .  
I- -c-- ~~ ~ . .  .~ . 

. .  .. ~. .~ Current - * .  
* . -  ';c . 
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a. [ ]STATE b. [ISTATWE OF c. []AUDIT d. []FEDERAL e.g]ADMINISTRATIVE f .  []HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite  Law, Sta tu te ,  or other reason f o r  the retent ion requirement) 
~~~ 
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a-. .- _ _ . ~ _ ~ ~ _ _  ~~~ ~~ -~ - .  -- rn .. 

0' 25. T h i s  agency recommends t h e  f o l l o w l n g  d i s p o s i t j i n  of the f i l e  s e r i e s .  

- .,- .i:=. $z 1: 
p pi Y - i  * 

i T  

Upon abol i t i o n  of c lass ,  t r a n s f e r  .to l n a c t l v e  f i  le; h o l d  I n  c u r r e n t  ' f  i l e s  
- ' i  -4 + .  a rea  ti I I end o f  ca lendar  year; t r a n s f e r  t o  Archives.  j 
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<, 7 A,SSISTANT FOREST PATROLMAN -c 

CHARACTERISTICS OF THE CL&S 
GENERAL NATURE OF WORK 

Receives t r a i n i n g  i n  f o r e s t  f i r e  suppression work, and opera tes  t r a c t o r s  
i n  the  suppression of f o r e s t  f i r e s  as required.  May ac t  as a d i spa tche r  
i n  the l a r g e r  f o r e s t r y  u n i t s ,  coordinat ing,  via two-way r ad io ,  t he  f i r e  
suppression a c t i v i t i e s  of t he  u n i t .  
class d i f f e r  from those i n  the  Patrolman class i n  t h a t  they are performed 
under c l o s e r  superv is ion ,  and are more l i m i t e d  i n  r e s p o n s i b i l i t y .  Duties  
are of rout ine-  i f f i c u l t y  and are performed under c l o s e  t o  genera l  super- 

The d u t i e s  of pos i t i ons  i n  t h i s  

i 
vis ion ,  depend i? ng upon the  incumbent. 

EXAMPLES OF WORK 
The following examples are i l lustrat ive  o f  the duties assigned t o  positions 
of th i s  ckrss. No attempt is made t o  be exhaustive in th i s  l is t ing.  

Operate and r ece ive  t r a i n i n g  i n  the  ope ra t ion  of t rucks  and t r a c t o r s  i n  
t h e  suppression of w i l d f i r e s .  

S e t  back f i r e s ,  plow pre-suppression f i r eb reaks ,  and assist landowners i n  
con t ro l l ed  f i r e s  on t h e i r  property.  

Perform var ious  maintenance d u t i e s  on the  equipment, bu i ld ings  and grounds 
of t h e  u n i t .  

As necessary,  man lookout towers f o r  t h e  l o c a t i o n  of w i l d f i r e s .  
. *  

I n  t h e  l a r g e r  Fores t ry  un i t s ,  may d ispa tch  and coord ina te  equipment on wild- 
f i r e s .  

@ Maintain t h e  necessary records p e r t i n e n t  t o  the  u n i t s  a c t i v i t y .  

QUALIFICATIONS OF THE APPLICANT 
NECESSARY KNOUEDGE, SKILLS AND ABILITIES 

Abili ty: 
crawler type t r a c t o r s .  

t o  learn how t o  ope ra t e  and maintain l a r g e  and small t rucks  and 

TRAINING AND EXPERIENCE 
The following standards express the nrinimwn background of training and &- 
perience DESIRABLE as evidence o f  an appZioant'8 4 i Z i t 2 /  t o  qualify for 
positions i n  th i s  class. Other tpaining or experience, if evaluated a8 
equivalent, may qualify the applicant for admission t o  the examinaton. 

* 

Completion of a t en th  grade  education. , .  


